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PREFACE

This guide is one of several resource docunents devel oped by
the Key Wves Wirking Group which net in July 1992 under the
auspi ces of Headquarters, U.S. Marine Corps, Human Resources
Division. A list of the nenbership of the Wrking G oup, which
represented a cross section of the Marine Corps, is provided
on the follow ng page.

The major task of the Wirking Group was to design and outline
t he docunents required to support the Key Vol unteer Network
t hroughout the Marine Corps. The task was acconplished with
great enthusiasmand creativity.

The acconplishnents of the Woirking Group will have a far
reaching inpact. Mrines and Marine fanilies everywhere, now and
in the future, will benefit fromthe outstandi ng contributions
made by these pioneers in the Key Vol unt eer Network.
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THE KEY VOLUNTEER NETWORK
PROGRAM GUI DES

This is the Conmanding Officer’s Guide. It provides CO0s with
a description of the purpose of the Key Vol unteer Network and
suggest ed gui dance regardi ng establishnent and support of the
Network. Section | of this guide provides a brief overview of
the history of the program Section Il provides the COwith a
general overview of the Key Vol unteer Network. Section Il
provi des gui delines on devel oping an effective Key Vol unt eer
Network. Section |V discusses special considerations.
Addi tional materials devel oped in support of the Key Vol unteer
Net wor k i ncl ude:

Key Vol unteer Coordi nator’s Quide
Key Vol unteer’s Guide
Key Vol unteer Network Training GQuide

The Key Vol unteer Coordinator’s Quide is the primry docunment
for Key Volunteer Coordinators. It differentiates the ngjor
roles and responsibilities of the Key Vol unteer Coordinator and
t he Key Vol unteers.

Descriptions of the roles and responsibilities of others
within the Key Volunteer Network are found in the Key Volunteer’s
Guide. Detailed information regarding the day-to-day functioning
of the program fromthe Key Vol unteer perspective is also provid-
ed in the Key Volunteer’'s @uide. The Key Vol unteer Coordinator
shoul d be famliar with this docunent.

Since the Key Vol unteer Coordinator will also be responsible
for seeing that the Key Volunteers within her/his unit are
trai ned, the Coordinator should also be familiar with the Key
Vol unteer Network Training GQuide. Nornally, the training itself
wi Il be conducted by the FSC. When there is no local Fanily
Service Center (FSC), the Coordinator may organi ze or conduct the
training.

Thr oughout the Guides, the Key Volunteer Network is described
as assisting Marines and their famlies with fam |y readi ness
issues. Included in Marine units are other nilitary personnel
such as Navy chapl ai ns, corpsnen, foreign exchange personnel
etc. \Wen attached to a Marine unit these servicenenbers and
their famlies are part of the Marine fam |y and should be
considered a vital part of the Network.



SECTI ON |
| NTRODUCTI ON

In White Letter No. 16-92, the Commandant of the Marine Corps
acknow edged that the inportance of fam |y issues has increased
dramatically in the Marine Corps during the last twenty years.
Research studi es have shown that issues related to famly matters
have t he strongest inpact on decisions to stay or separate from
the service. A nunber of studies conducted i mediately after
Operations Desert Shield/ Desert Stormindicated that famly
related matters were of great inportance to the depl oyed service-
menber, and the manner in which fam|ies were supported inpacted
significantly on norale, retention, and readiness.

There are nunerous statistics and a long list of testinonials
that confirmthat a Marine's perfornmance relates directly to the
qual ity of support from his/her spouse, inmediate fanily, and
even extended fanmily. The Key Vol unteer Network, along with the
Marine Corps’ Fam |y Readi ness Support Program puts the
know edge, skills, and interests of Marine spouses to work for
the total Marine Corps fanily.

This manual has been witten for the CO and includes not only
a general overview but also a step-by-step inplenentation guide
for the program Though this guide, for the nost part, addresses
the Key Volunteer Network at the unit (battalion/squadron) |evel
there is a Network at each level, up to Division/w ng, under the
auspi ces of the Commandi ng General (CG. Included is information
on:

* Benefits that can be realized froman effective program

* \Ways in which the Network can be supported by the conmand
to enhance the effectiveness of the Key Vol unteers.

In addition to this guide, there is a Key Vol unteer
Coordinator’'s Guide, a Key Volunteer’'s Guide, and a Training
Gui de.

The Fam |y Readi ness Support Program and the Key Vol unt eer
Network were officially established by MCOs 1754.1 and 1754. 2A

MCO 1754. 1 establishes Marine Corps famly policy and a
Fam |y Readi ness Support Programto inplenent that policy. The
Fam |y Readi ness Support Programis coordinated by a Famly
Readi ness Support Program Coordi nator at the FSC at each nmj or
installation.

MCO 1754. 2A establ i shes the Key Vol unteer Network as the CO s
volunteer fam |y support and communi cations network, and provides
gui dance for funding, training, and adm nistration of the
Networ k' s activities.



SECTI ON ||

GENERAL OVERVI EW OF THE
KEY VOLUNTEER NETWORK

A, H STORY OF THE NETWORK

The Key Wves Network has evol ved over the |ast 15 years
within the Marine Corps. It began with the increasing percentage
of married Marines and the realization that issues concerning
fam |y nmenbers inpact on a Marine's ability to focus on the
duties assigned. The Key Wves Network proved its val ue during
Qperations Desert Shield/ Desert Storm when nmany units depl oyed
with little advance warning. Fanmily nenbers left behind relied
on each other for information, help, referrals, and support. In
recogni tion of the valuable contribution made by the infornal
networ ks, General Carl E. Mundy Jr., Commandant of the Marine
Corps, formalized the Key Vol unteer Network within the Marine
Cor ps.

Just as the Network has evol ved over time, so has the role of
the Key Volunteer. Overall, Key Volunteers are better trained
today and are nore professional in the execution of their duties
than those of any previous tinme. They are also keenly aware of
their role as a conduit for conmunication between the fanilies
and the unit. The unit Key Volunteer Network is a reflection of
the CO and his/her priorities; its strength lies inits ability
to assist the unit by serving the needs of its famlies.

B. BENEFITS OF AN EFFECTI VE KEY VOLUNTEER NETWORK
An effective Key Vol unteer Network will:

1. Provide an open, effective comunications |ink between
the CO and families in the unit.

2. Pronote famly readiness.
3. Inprove the quality of life for unit famlies.

4. Assist families in finding and using avail abl e base and
conmmunity resources.

5. Provide a non-threatening enotional support network for
fam i es.

6. Assist inconming families in beconing famliar with
services available to them



ROLES AND RESPONSI BI LI TI ES
1. The Co.

The CO deternines the direction of the program based on the
needs of the unit famlies. The CO sel ects, appoints, and
should nmaintain regular contact with the Key Vol unteer
Coordi nator. The CO al so appoints the Key Volunteers in
consultation with the Key Vol unteer Coordinator, XO Fanily
Readi ness O ficer (FRO, SgtMaj, Chaplain, or others as
desi r ed.

2. The FRO

The FRO is appointed by the CO and is an active duty nmenber
of the unit. The FRO provi des oversi ght and coordi nation
regarding all fanmily readi ness issues. This may include
educating and assisting Marines in the unit regarding famly
readi ness responsibilities and liaison with the Fanily
Service Center. The primary function of the FROis to serve
as the nmlitary point of contact for routine matters between
the unit and nmenmbers of the Key Vol unteer Network. As such
t he FRO provi des adm ni strative assistance and | ogi sti cal
support to the unit’s Key Vol unteer Network. FROs at the
Group/ Regi nent | evel and above may participate in the Famly
Readi ness Support Program Council at their installation
Experi ence has shown that the nmost successful FRGOs are those
who understand the types of problens and needs which famlies
have. It is recommended that the FRO be married, with
children and experienced in the mlitary (Capt/GySgt).

3. The Key Vol unteer Advisor (Optional).

The Key Vol unteer Advisor position is a valuable asset to the
program but an optional one. The COmay fill this position
wi th his/her own spouse, the spouse of the senior SNCO, or

t he spouse of another senior person in the unit. The Advisor
acts as a nentor for the Key Vol unteer Coordinator and the
Key Vol unteers by providing advice and support.

4. The Key Vol unt eer Coordi nat or.

The Key Vol unteer Coordinator is the managenent |ink between
the CO and the Key Vol unteer Network. The Key Vol unt eer
Coor di nat or manages the Network through organi zati on of Key
Vol unteer activities and coordination of the Network. She/he
i s appoi nted by the Commandi ng Officer and may recomrend

ot her Key Vol unteers for appointment by the CO  The

Coordi nator reports directly to the COregularly on famly
matters and is the conduit for information to and fromthe
Key Vol unt eers.



5. The Key Vol unt eers.

The Key Vol unteers provide a personal |ink between the unit
famlies and the unit. They provide Marines and Mari ne
famlies information and referrals regardi ng needed services.
They communicate with families and pronote unit and fanily
readi ness. The Key Volunteers may be recommended by the Key
Vol unt eer Coordinator, the FRO, the XO, Chaplain, SgtM,j, or
others for appointnent by the CO Key Vol unteers report
regularly to the Key Vol unteer Coordi nator on their
activities and fam |y concerns.

6. The FSC

The FSC provi des support services to Marines and Mari ne

fam lies including base and community information and
referral, counseling, etc. The FSC al so provides training,
adm ni strative support and consultation to the Key Vol unteer
Network. The FSC is responsible to the Conmmandi ng

CGener al / Conmandi ng Officer at each maj or Marine Corps
installation.

7. The Fanily Readi ness Support Program Coordi nator ( FRSPC)

The FRSPC at the FSC works with Key Vol unteer Coordinators to
schedul e training for Key Volunteers. The FRSPC al so serves

as liaison to the Key Volunteer Network for the provisions of
FSC support.

8. The Famili es.

Thr ough command education and the Key Vol unt eer Network,
fam |l ies become nore self-reliant by |l earning howto solve
probl ems, supporting each other, beconing aware of resources
avai |l abl e, beconing better prepared for depl oynents, and
dealing effectively with energencies.

D. FUNCTIONS OF THE KEY VOLUNTEER COORDI NATCR

The Key Vol unteer Coordinator position is required in each
unit at the battalion/squadron | evel and above and in reserve
units as established by MARESFOR. |If the unit is small, the
Coordi nator may be the only Key Vol unteer. The Coordi nator
serves under the direction of the unit’s CO works closely with
its FROto identify problens that affect readiness, and creates a
dependabl e comruni cati on network between the unit and its
fam lies. The Key Vol unteer Coordi nator must be the spouse of a
menber in the unit and, ideally, should have denonstrated
| eadershi p and organi zati onal ability.

The Key Vol unteer Coordinator is appointed in witing by the
CO for a specific period of time to work within the guidelines
establ i shed under MCO 1754. 2A.



Duties usual ly include:

1. Keep the COinforned on a regular basis on the state of
fam|ly readiness in the unit.

2. Serve as a liaison between the CO and Key Vol unteers, and
provi de feedback to the CO about family concerns.

3. Wrk with the FROregarding famly readi ness matters.

4. Coordinate with key command personnel as necessary; e.g.,
the FRO, XO SgtMj, Chaplain, Key Vol unteer Network Advisor,
etc.

5. Devel op an effective comuni cati ons network anbng unit
famlies; e.g., organize a tel ephone tree through Key

Vol unteers and activate it upon the COs direction or as
ot herwi se needed.

6. Assist in recruiting eligible volunteers and nake
recomendati ons to the CO for appointment to Key Vol unteer
posi ti ons.

7. Coordinate the training of Key Volunteers with the FSC s
Fam |y Readi ness Support Program Coordi nator.

8. Comunicate to Key Vol unteers the responsibilities of
their position, informng them about the support avail able
fromthe unit and the expectations of the CO

9. Oversee the devel opnent and distribution of a newsletter
on a regul ar basis.

10. Participate, as appropriate, in the local installation's
Fam |y Readi ness Support Program Council and work cl osely
with the FSC on training and resource matters.

11. Work with the Key Vol unteer Coordi nators from ot her
units tenporarily attached to their own unit during
depl oyment .

12. Performother Network activities as determined by the
co

The Key Vol unteer Coordi nator provides assistance to Key
Vol unteers who are not able to resolve famly problens at their
| evel and provi des assistance when fanilies need help. In per-
form ng the Key Vol unteer Coordinator duties, she/he will work
with the unit, the FSC, and agencies - both mlitary and
civilian - to ensure that the Network provides effective assis-
tance to unit fanilies.

The Key Vol unteer Coordi nator and Key Vol unteers assist the
FRO in finding ways to educate famlies about their own readi ness
responsibilities. Duties may include organizing opportunities
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for fanmilies to neet others so that they can find support and

I earn new skills. Though the Coordi nator and Vol unteers may pl an
social events for the famlies in the unit, the primary function
of the Network is providing information and referral. The

Coordi nator and Key Vol unteers can and shoul d encour age
interested fanmily nenbers to take initiative in planning social
events and support their efforts.

An i nmportant aspect of the Key Vol unteer Coordinator’s work
will be to acquaint the unit Co with issues that affect fanily
wel fare, the unit’s norale and the | evel of preparedness
encountered in contacts with Marine famlies. The Key Vol unt eer
Coordi nator may al so be asked to assist in organizing appropriate
recogni tion of Key Volunteers for their contribution to the unit.

During depl oynents, the Key Vol unteer Coordi nator needs to
work with other Key Vol unteer Coordinators in attached units to
ensure all famly nmenbers receive depl oynment news and have a
poi nt of contact in the receiving unit.

E. FUNCTI ONS OF KEY VOLUNTEERS

The Key Volunteer’s primary responsibilities are listed in
MCO 1754.2A. A Key Vol unteer must be the spouse of a menber of
the unit and be appointed by the CO

A Key Volunteer is the primary point of contact for a
designated group of families when they are in need of assistance
or information. The Key Volunteer is also the primary point of
contact for the Key Vol unteer Coordi nator who needs to pass
information. She/he is a conmunication link between families and
the unit. Additionally, she/he acts as an information and
referral resource for those in the unit. Oten, the Key
Vol unteer is seen as a role nmodel who may serve to denonstrate
copi ng and stress managenent skills. The nunber of Key
Vol unteers required to form a nanageabl e Net wor k depends on the
needs, deploynent schedule, and size of unit, as well as the
experience of the families in the unit. A lower ratio of Key
Volunteers to famlies is reconmended during depl oynent.

Normal Iy, a Key Vol unteer woul d be needed for approxi mately every
ten to fifteen famlies.

Al t hough the Key Vol unteer Network is more visible during the
depl oyment cycle, there are inmportant tasks that provide vita
continuity and support for famlies fromthe time their Marines
join aunit until they |leave. Ways in which a Key Vol unteer
hel ps the unit are:

1. Welconme and assist incoming menbers and families of the
unit and ensure they are aware of services available to the
"Marine Fanmily."

2. Participate in a tel ephone tree as directed by the Key
Vol unt eer Coordinator to ensure a rapid di ssem nation of
information to fanilies.



3. Miintain a fam ly readi ness roster of names, addresses,
and tel ephone nunbers for their assigned fam lies and provide
changes to the FRO via the Key Vol unt eer Coordi nat or

4. Provide information to famlies to refer themto
appropriate resources as needed (FSC, Red Cross, Navy-Marine
Corps Relief Society, etc.), and follow up on referrals to
ensure the assistance required was obtai ned.

5. Provide information and feedback to unit CGs, via the Key
Vol unt eer Coordi nator and FRO regarding fam |y readi ness
i ssues.

6. Ofer noral support and assistance to fanilies during
times of difficulty and/or crisis.

7. Assist the Key Vol unteer Coordinator with occasiona
Network activities where unit families can neet each ot her
and form support systens; e.g., videotaping, reunion

wor kshops, etc.

8. Assist with Key Vol unteer Network newsletters by
providing input, witing, distributing, etc.

9. Performother Network activities as determned by the CO

Key Vol unteers are recommended by the Key Vol unt eer
Coordi nator, Key Vol unteer Advisor, FRO SgtMuj, Chaplain, FRSPC
anot her Key Vol unteer, or they may refer thenselves. The Key
Vol unteers are approved and appointed in witing by the CO Key
Vol unteers may conpl ete basic training before appointment, or
sign an agreenment for training to be conpleted within a certain
period of time. They nust sign a Statenent of Understandi ng.
(See appendix A.) In addition to the training required by MO
1754.2A, unit training may be required or offered on other
i ssues, as deemed necessary by the CO
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SECTION |11

DEVELOPI NG AN EFFECTI VE KEY VOLUNTEER

NETWORK

A.  SELECTI NG AND APPQO NTI NG A KEY VOLUNTEER COORDI NATOR

The selection of the Key Vol unteer Coordinator is perhaps one
of the nobst inportant decisions that a COw || nmake about the Key
Vol unteer Network. The selection process is an opportunity for
the CO to choose that individual who will best represent the unit
and serve the unit’'s fanmilies. The selection of the right person
is so inportant that, if a suitable candidate is not readily
found, the CO may w sh to consider |eaving the position vacant
until a qualified person is located. The Key Vol unteer Coordi -
nator at the unit’s next higher |evel of command can brief the CO
on the current status of his/her Network.

1. \Where to Look

The Key Vol unteer Coordi nator nust be the spouse of a nenber
of the unit. The CO can ask for volunteers at a Family Day or
at the first famly activity after assuni ng comand of the
unit. The XO, senior SNCO, Chaplain, and FRO shoul d al so
recomend those spouses to the CO who have been active in the
unit, or who possess the personal qualities and experience
required. Qualified candidates can be found in both the

of ficer and enlisted conmunities. It is not required nor
expected that the CO s spouse or the SgtMj’'s spouse be the
Key Vol unteer Coordinator. Their experience and maturity are
best used in the Advisor capacity. Senior SNCO spouses are
often those who are not only qualified but best able to
relate to the fam lies who use the Network.

2. Wat to Look For.

Successful Key Vol unteer Coordinators have maturity and are
experienced in nmilitary life situations. They relate well to
the variety of situations and experiences the majority of

fam |y menbers encounter. It is inportant that they have the
time and energy to do the job. Key Vol unteer Coordinators
nmust have sufficient nmanagement skills to organize and to
coordinate training of the unit’'s Key Volunteers. Further
Key Vol unteer Coordinators nust be willing to subjugate their
own priorities and perceptions in order not to conflict with
those of the CO  The Key Vol unteer Coordinators ideally
shoul d be:

* Someone with whomthe CO can work closely and trust.
* Someone who can maintain confidentiality.
* Qutgoing, friendly, self-confident.
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* Intelligent, caring, a good |istener, a good
conmuni cator, patient and flexible.

* Sonmeone who will earn the support and cooperation of
the unit famly nmenbers.

* Experienced with depl oynent.

* Sonmeone with a basic understanding of the Marine Corps
and a positive attitude towards the requirenents it
pl aces on Marines and their famlies.

It is wise to avoi d candi dates who have had severe fanily
probl ens, those who volunteer in order to advance their
spouse’s career, those who seek status and power, those who
have not denonstrated overall support for the goals and

obj ectives of the program and those who do not support the
nm ssion of the Marine Corps.

3. The Sel ection Interview

The selection interviewis the COs opportunity to find
someone as Coordi nator who is conpetent and with whomthe CO
can work closely. It is also the tine for the COto express
priorities for the unit.

The Key Vol unteer Coordinator will not only work with the CO
but also with the XO the Chaplain, FRO and the senior SNCO
Their input concerning prospective applicants can be

i nval uabl e.

G ven the anmount of personal support the Key Vol unteer
Coordinator will need, it is inportant that the candidate’s
famly be in agreement with the appointnent.

4. The Appoi ntment.

The way in which the Key Vol unteer Coordinator is introduced
will reflect the value placed on the Network, and will

i nfluence the credibility of the Key Vol unteer Coordinator
and the entire Network. Wen a selection is made, the

foll owi ng steps should be initiated by the CO

* The candidate is notified of the appointnent.

* Aletter of appointrment and a statement of
understanding are sent to the newly appoi nted Coordi nat or
(See appendi x A.) The encl osed copy is signed and
returned for the unit’'s file.

* FSC is advised of the appointnment usually through the
uni t FRO.
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*  The new Key Vol unteer Coordinator is introduced to the
seni or nenbers of the unit. Presentation by the CO

i ncreases the Key Vol unteer Coordinator’s visibility and
establ i shes her/hi mas being approachable. 1t enphasizes
the CO s support of the Network.

* An appointnent is nade for the Key Vol unteer
Coordinator to discuss with the COin detail the COs
priorities and expectations concerning the Network. This
nmeeting is the COs opportunity to provide gui dance on
how t he Key Vol unteer Network shoul d be inpl enent ed.

(See appendi x B.) A schedule, as determ ned by the CO
is established for future neetings.

*  The Key Vol unteer Coordi nator neets with the FRO, who
will assist the Network with routine and admi nistrative
needs. However, the Key Vol unteer Coordinator should be
advi sed of an open-door commrunication policy with the CO
for special needs.

Sonetimes the appointment is made with a nutually agreed upon
trial period, for instance, for three nonths. The Key Vol unteer
Coordi nator may resign the appointment at any time or be dis-

m ssed without repercussion. It is advisable to linmit the

per manent appoi ntment of the Key Vol unteer Co6rdinator for a term
of one year. The term may be renewed. Some units select Co-
coordi nators to share the responsibilities if a single candidate
cannot be found.

B. REPLACING THE KEY VOLUNTEER COORDI NATOR

It is inportant that the CO be satisfied with the Key
Vol unteer Coordinator. The effectiveness of the Network is based
upon cl ose, trusting, and candid comunications. It is inportant
that the CO gives prai se when due or counsels as necessary. It
is a disservice to the unit, the Network, and the Key Vol unteer
Coordi nator in question to continue the arrangement when there is
unsati sfactory performance

The CO s right of dismissal is absolute and should be used if
and when necessary. All appointnments and di smissals shoul d be
worded very clearly to avoid any m sunderstandi ng and subsequent
difficulties. Dismissal of a Coordinator should never reflect on
hi s/ her spouse’s position in the unit.

There are two situations when the CO shoul d consi der
repl aci ng the Coordi nator:

1. Unsatisfactory performance or working relationship wth
t he CO

There may be a situation that requires inmredi ate di sm ssal of
t he Key Vol unteer Coordinator, such as a serious breach of
confidentiality. Oher reasons for dismssal could include
continual inaccessibility to Key Volunteers and to unit
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famlies, inability to do the job, or an unwllingness to
participate in ongoing training. Any event that seriously
erodes the CO s confidence and trust in the Key Vol unteer
Coordi nator is sufficient grounds for replacenent and shoul d
be done as soon as the situation dictates.

2. Evidence of Key Vol unteer Coordi nator burnout.

Burnout is an occupational hazard for Key Volunteers. It is
detrinmental not only to the Key Vol unteer Coordinator and
her/his own famly, but also reduces the effectiveness of the
Network and its ability to serve famlies. Should a CO
become aware of a burnout problem a tenporary relief from
duties or permanent ternination nay be appropriate

consi derati ons.

If, during the term of appointment, there is a change of
conmand, the incom ng CO may reappoint the current Key Vol unt eer
Coordi nator or select a new Coordinator. Unless there are

reasons for dismssal, it is generally nore convenient to retain
t he i ncunmbent who shoul d be infornmed of re-appointment in
witing. If the new COintends to replace the Coordi nator, a

short-termre-appoi ntrent of the current Coordinator is an option
until a replacenent of the new COs own choosing is |ocated. The
i ncom ng CO should al so have an interview with the i ncunbent to
provi de guidance and receive a briefing on the current program
bef ore automatically reappointing.

C. ESTABLI SHI NG GUI DANCE AND SUPPORT FOR THE KEY VOLUNTEER
NETWORK

Al t hough the Key Vol unteer Network has the potential to
provi de enornmous benefits to the families of the unit, this
potential cannot be realized without the active support of the
CO. Regardl ess of how dedicated and hard worki ng a Key Vol unt eer
Coordi nator may be, wi thout command assistance it will be
extremely difficult to maxim ze the effectiveness of the Key
Vol unt eer Net wor k.

Conmuni cati ng cl ear expectations to the Key Vol unt eer
Coordinator is critical at the initial neeting, and prevents
| at er mi sunderstandi ngs and conflict. The Key Vol unteer
Coordi nator should be treated as a nenber of the COs staff. The
CO shoul d speak to the Coordinator directly or through the FRO
It is not appropriate for a COto reach the Coordi nator or a Key
Vol unt eer through the Marine spouse.

The foll owi ng guidelines are provided to establish an
effective Network: (see appendix C for basic steps)

1. Contacts.
* Initial Meeting.
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Soon after the appointnent, a neeting should be
arranged to discuss expectations in detail. Ohers
who will be working closely with the Network (XO
seni or SNCGCs, Chaplain, FRO might be invited to
attend part or all of this nmeeting. Suggested itens

t

*

o cover at this neeting are:
CO s priorities.

There may be certain issues and prograns that are
of nore inportance to the CO than others. Being
aware of these priorities will enable the Key

Vol unteer Coordinator to align the efforts of the
Network with needs of the unit. The Key Vol unteer
Coordi nator al so needs to know what the unit

Mari nes have been taught about their famly

readi ness responsibilities.

Keepi ng the CO i nf or ned.

The CO must clarify the boundaries of
confidentiality inline with existing | aws and
regul ati ons by categorizing issues to be reported
directly to the CO and those issues that should be
referred to the FRO, Chaplain, FSC, etc. The CO
needs to be aware of local |laws on reporting
suspected child abuse and neglect to |l oca
authorities, and direct the Key Vol unteer
Coor di nat or and Network accordi ngly.

Confidentiality and the Command.

Though care nust be taken when di scussing persona
or enbarrassing information about a case or request
for information, the CO nmust al ways be told of

i nformati on when a potentially enbarrassing
situation may arise for the conmand, when nedi a
coverage i s expected, when a serious crinme has been
conmitted, or any tine a Key Vol unteer Coordinator
bel i eves the CO should know about a case.
Nevert hel ess, confidentiality is critical to the
integrity of the Key Volunteer Network. All

contact between Key Vol unt eer Coordi nat ors/ Key

Vol unteers and a Marine or famly menber will be

gi ven special attention to make sure that only
persons with a "need to know' |earn of any
sensitive information. A breach of confidentiality
is cause for relief fromthe position

In the Key Vol unteer Coordinator’s Guide is a list of
guesti ons which the Coordinator is advised to ask the CO

For

reference, this list is included in appendix B

Regul ar Meeti ngs.
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Regul arly schedul ed neetings - ideally on a nmonthly

basis - with the Key Vol unteer Coordinator are the CO S
responsi bility. Regular contact provides opportunity for
feedback on the status of the Network, and on the norale
of the unit famlies. Delegating all contact to others
within the chain of command will |ead to the perception
that the programhas a low priority with the CO and will
| essen the Network’s effectiveness. One enpowering
aspect of the Network’s existence is the perception that
the CO cares about the well-being of fanmlies attached to
the unit and gives the Key Volunteers, as fanmly
representatives, access to hinfher through the Key

Vol unt eer Coordi nator and the FRO

Poi nt of Contact (POC).

The FROis the POC for routine matters. This allows the
Key Vol unteer Coordinator to conduct business w thout
having to disturb the CO except for those matters of
speci al concern or inportance. During deployment, it is
especially crucial that the Key Vol unteer Coordi nator
know where to go for support. It is the Co's
responsibility to nake arrangenments for this support
before deploynent. It is recommended that the point of
contact, be it the unit FRO, a FRO from another unit or
hi gher | evel command, or a rear detachment unit have
experience with the unit’s famlies.

It is also inmportant to establish how the CO will
conmuni cate with the Key Vol unteer Coordi nator (calls,
letter, etc.) for both routine and energency matters
during depl oynent.

Fundi ng

* As an official Marine Corps activity, the Key
Vol unt eer Network is authorized to receive (perationa
and Mai ntenance funds at the CO s discretion. |If unit
funds are not available, the Network can request non-
appropriated fund support fromthe installation CO
Key Vol unteer requests for funding should be addressed

within the appropriate chain of command, i.e., unit
FRO to the next |evel FRO to operational comrand FRO
who will request fromthe installation CO

*  MCO 1754. 2A descri bes rei mbursenment policy and
financi al support of the Key Volunteer Network in
detail. Paragraph 10608.3 of MCO 1700.27 all ows
installation commanders to approve, within certain
par aneters, the expenditure of non-appropriated funds
(subject to availability) for special events for
menbers of a unit and their famlies. Sone speci al
events (i.e., videotaping, reunion workshops, etc.)
pl anned by the Key Vol unteer Network may be eligible
for these non-appropriated funds.
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3. Administrative and Logistical Support.

* Every Key Vol unteer needs an updated roster of al
Marines with spouses’ nanes, hone addresses and
t el ephone nunbers. Ensuring the roster is regularly
updated is a CRUCI AL unit support function. 1In cases
of energency, the Key Volunteers nust rely on the
accuracy of the roster to contact fanmlies. Key
Vol unt eer Coordi nators nust be infornmed about spouses
of personnel who join the unit just before or during
depl oynent. They are often the ones who nobst need the
Key Vol unteers’ help. Seeing that the Key Vol unteers
are supplied with the nanes of incoming fanmlies will
assist in easing the stress of relocation and give
those families a point of contact.

*  MCO 1754. 2A gi ves specific guidance on the adm nistra-
tive and | ogistical support a unit should give to the
Net wor k. Some exanpl es of adm nistrative and
| ogi stical support include nmeeting and storage areas,
an answering machi ne, access to a conputer, telephone,
admi ni strative supplies, and an updated unit fanily
roster.

4. Legal |ssues.

As a nenber of an official organization of the Marine
Cor ps, nenbers of the Key Vol unteer Network may not
solicit gifts or contributions for their organization or
personnel. They may accept unsolicited gifts from

busi nesses and persons who i ndependently approach the
Marine Corps or Marine Corps Volunteers with offers of
assistance. G fts which mght create an appearance of

i mpropriety should not be accepted. Such gifts include
those from defense contractors. If in doubt, check with
the installation Legal Assistance Ofice.

5. Mdtivation and Recognition.

As with any subordi nate, proper notivation can call forth
superior performance and dedication in the Key Vol unt eer
Coordinator. A highly notivated Key Vol unt eer
Coordinator is better able to notivate all the Key
Volunteers in the Network. Sone suggestions for
rewardi ng and notivating the Key Vol unteer Coordi nator
and the Key Volunteers in the Network, are:

* Express personal, sincere thanks.

* Introduce the Network and discuss its appropriate use
during inconming briefs or at unit functions.

* Recogni ze the Key Vol unteer Coordi nator and Key
Vol unteers at unit functions.
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* Post the Key Volunteer Coordinator’s picture with
t hose of your other staff nenbers.

* Respect their opinions and suggestions.

* Support the program- especially by giving tine.

*  Provide regul ar and dependabl e communication to the
Net wor k especially during deploynent or a unit
critical incident.

It is recomended that each Key Vol unteer, at the end of
her/his term of appointnent, receive a certificate of
appreciation fromthe CO perhaps at a cerenpny with
personnel fromthe unit, other Key Volunteers, and famly
menbers present. At sone installations, the CO CG has
recogni zed the outgoi ng Key Vol unteer Coordi nators at
cerenonies either at the base headquarters or at his/her
hone.

Training for the Key Vol unteer Coordi nator and the Key
Vol unt eers.

Training is a key ingredient in the success of the Key
Vol unt eer Network. Per MCO 1754.1, the Fanmily Readi ness
Support Program has been established under the auspices
of the installation FSC. It is the Fam |y Readi ness
Support Program Coordi nator’s responsibility in

coordi nation with the unit Key Vol unteer Coordinator to
organi ze and direct the training of the Key Vol unteers.
The FRO may assist in the process if needed. The
participation of the CO XO and senior SNCO spouses in
the basic level training is wel coned and encouraged. It
shoul d be made clear to all Key Vol unteer Coordi nators
during the interview process that they are expected to
attend basic training if they have not already done so,
and are encouraged to attend continui ng education courses
available in their local area. Even for experienced Key
Vol unt eer Coordinators, training and participation in

cl asses is encouraged so that they are updated on | oca
procedures and resources. Their willingness to attend
such training should be addressed during the sel ection
process. The Key Vol unteer Coordinator is responsible
for ensuring that each of the Key Volunteers in the

Net wor k has received Key Vol unteer basic training. Wen
an FSC is not avail able, the Coordinator nmay need to work
with the FRO and ot her Coordinators in the area to
sponsor basic training.
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SECTION |V
SPECI AL CONSI DERATI ONS

A. | NTRODUCTI ON

Al t hough Marine units differ in mssion, size and |location
t he Key Vol unteer Network has the uniform m ssion of pronoting
fam |y readiness. The training and experience of the Key
Vol unt eer Coordi nator and the Key Volunteer are transferable to
any situation and any type of unit. However, the uniqueness of
sone units nmay inpact on the operation of the Key Vol unt eer
Net wor k.

B. RECRU TI NG COMVANDS

The entire fanmly is affected by the recruiting duty
assignment. The additional stress within the famly, coupled
with the lack of installation/support systens, places an extra
burden on families. 1In this case, adm nistrative support for the
Key Vol unteer Coordinator may include providing a tel ephone
answering machi ne, newsletter support, a command tel ephone credit
card, invitational travel orders and other allowable expense
rei mbursements per MCO 1754. 2A

C. OCONUS

The Key Vol unteer Network serves as the comuni cations |ink
bet ween the assigned famlies and the unit. Renpte sites present
addi ti onal challenges to Key Volunteers. It is particularly
i nportant for these Key Volunteers to be given the opportunity to
attend rel evant educational training. The senior Marine present
at a renote site appoints the Key Vol unteer Coordinator and
serves as the point of contact.

D. RESERVE COMVANDS

The experience of Operations Desert Shield/ Desert Storm as
wel | as Operation Restore Hope illustrated the need for
mai ntai ning a continuing reserve Key Vol unteer Network. In the
m dst of enotional and physical upheaval during a nobilization
the responsibility of organizing a vital Key Volunteer Network is
extraordinarily difficult. Therefore, to ensure services are
avai l abl e prior to nobilization, a Key Vol unteer Network nust be
establ i shed as a nornmal part of each reserve unit.

COs can support the Key Vol unteer Network and Family
Readi ness Support Program by using the existing directives as
wel |l as incorporating fanmily readiness into drill weekends and
the training schedule. For exanple, spouses can be invited to
this training, perhaps in conjunction with a Fanmly Day. During
this time, issues such as nobilization, finances, benefits,
i ndi vidual responsibilities, Leave and Earnings Statenent’s
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(LES' s), etc., can be discussed. It is inportant that reserve
fam |l ies understand that finances can abruptly and drastically
change, but they are eligible for certain benefits.

Suggestions for a Reserve Key Vol unteer Network include:

1. Miintain a Key Vol unteer Network continuously in
peacetinme as well as during nobilization.

2. Designate a FRO from each reserve unit.

3. Select and appoint a Key Vol unteer Coordinator and Key
Vol unt eers.

4. Work closely with the reserve unit’s Key Vol unt eer
Coor di nat or.

5. Provide Key Vol unteer Coordinators and Key Vol unteers
with the most current rosters avail abl e of nanes, addresses
and hone tel ephone numnbers.

6. Provide the Key Vol unteer Coordi nator a work area
t el ephone answeri ng machi ne, tel ephone credit card, conputer,
admi ni strative supplies.

7. Provide financial and administrative support to the

Net work for newsletters, telephone calls and invitationa
travel orders to ensure frequent conmunication with reserve
Marines and their famlies.

8. Use the annual training periods to practice activating
t he tel ephone tree.

9. Provide for Network continuity by requesting a witten
turnover report from each outgoi ng Key Vol unteer Coor di nat or

It is extrenely inportant that the reserve Key Vol unteer
Coordi nators and Key Vol unteers receive the sane professiona
training as their counterparts in the active duty forces. Wile
this may be difficult, considering the geographical dispersion of
reserve units, it is essential

Reserve Key Vol unt eer Coordinators and Key Vol unteers who
resi de near a mmjor base or station may use the Key Vol unteer
training programalready in place for active duty vol unteers.

Al'l Key Vol unteer Coordi nators should receive a copy of the Key
Vol unt eer Network Training Guide. Former Key Vol unteer

Coordi nators and Key Vol unteers may serve as nmentors for those
who are actively involved. Sometines at small and i sol at ed
installations, and at many Reserve Home Trai ning Centers, the Key
Vol unt eer Coordinator may find it necessary to seek rel ated
training in her/his conmunity, e.g., Red Cross, Navy-Mrine Corps
Rel i ef Society, and comrunity coll eges (for courses on tine
managenent, stress managenent, comuni cation skills, etc.)
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Each reserve unit should be certain that each fanily has:

1. An updated roster of the Fam |y Readi ness O ficer
Key Vol unteer Coordinator and Key Vol unteers.

2. Toll-free tel ephone nunbers of the Regi onal FSCs
| ocated at MCB Canp Pendl eton, CA, and MCCDC Quanti co,
VA.

3. Afile containing inportant famly docunents and
information: wlls, birth certificates, marriage
certificate, power of attorney, insurance docunents, etc.

4. A copy of "What’'s Next? - A GQuide To Famly
Readi ness".

E. JANT TOURS

It is inportant that Marine famlies serving on joint tours
mai ntain a conmuni cation |ink anong thenselves and with the rest
of the Marine Corps. The Key Vol unteer Network can function as
that link. The senior Marine present appoints the Key Vol unt eer
Coordi nator and serves as the point of contact.

F. ROTC/ MO

At ROTC/ MO units the senior Marine present appoints the Key
Vol unteer Coordinator. This is an excellent opportunity for the
menbers of the Key Volunteer Network to set an exanple for the
future officers of the Marine Corps concerning the inportance of
fam |y readi ness.

G | NSTALLATI ONS

As every Marine is potentially deployable, a Key Vol unteer
Net work should be in place at all times to handl e sudden
energenci es, rapid deploynents and | engthy TAD assi gnments.
Fami |y readiness is a continuous process. The installation Key
Vol unt eer Coordi nator needs to be provided up to date rosters
with fam |y menbers’ tel ephone nunbers, and to receive the
adm ni strative and | ogistical support to print and distribute a
newsl etter to keep installation fanilies informed of resources
avai l able to them
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APPENDI X A
LETTER OF APPO NTMENT

Dear (Nane of Key Vol unteer),

Congratul ati ons on your selection as a nenber of (nane of
conmand) ‘s Key Vol unteer Network. As a Key Volunteer, you wll
play a vital role in hel ping maintain the readi ness of (nane of
conmand)’'s "Marine Famly."

While a Key Volunteer, your responsibilities will be many and
varied, and you can expect to be asked to help in many areas
af fecting the readi ness and noral e of (nane of conmand) ‘s
famlies. These nany areas include:

- Welcoming Marines and their famlies to the comand.

- Passing information to our famlies via the famly
t el ephone tree.

- Maintaining "readi ness rosters" on famlies in your area
whi ch may include hone tel ephone nunbers, addresses, etc.

- Referring famlies to avail able services and resources at
(name of installation) and the surroundi ng comrmunity.

- Assisting with deploynent and "Wl cone Honme" activities.
- Assisting with preparing (nane of command) ‘s newsletter

Al'l of these activities are inportant and help to ensure
(name of command) ‘s famlies remain informed and ready to dea
with any contingency. M comand coordi nator for Key Vol unteer
activities is (nane of Key Volunteer Coordinator). As ny direct
representative, she/he (as appropriate) will assist you in the
performance of your Key Vol unteer activities and help ensure you
receive the training you need to performthem successfully.

Pl ease do not hesitate to call on her/him (as appropriate).
She/ he (as appropriate) has ny conplete trust and confi dence and
will help you to better help others in this conmand.

As a Key Vol unteer, | ask that you read the attached
"Statement of Understanding" and, if there are no questions,
please sign it and return it to (nane of Key Vol unteer
Coordi nator) as soon as possi bl e.

Again, it is ny pleasure to welcone you to (nane of
conmmand) ‘s Key Volunteer Network. | look forward to having you
as a menber of our tean






STATEMENT OF UNDERSTANDI NG

(Dat e)

| understand that nmy service as a Key Volunteer for (name of
command) will comence effective (enter effective date). |
understand that ny service as a Key Volunteer will be perforned
on a gratuitous basis, i.e., wthout compensation. Any
rei mbursement for incidental expenses will be subject to the
availability of funds and the CO s discretion

| understand that, as a Key Volunteer, | will not be
considered to be a Federal enployee for any purpose other than
the Tort Clainms provisions of Chapter 171 of Title 28, U S. Code,
and for the purpose of relating to the conpensation for work
related injuries provided under Chapter 81 of Title 5, U S. Code.
| also understand that service as a Key Vol unteer does not
entitle me to further enploynent with a Federal organization or
agency

| understand that, as a Key Vol unteer, the persona
i nformati on provided ne on the nenbers of (name of conmand) and

their famlies is, and will be, protected by the provisions of
the Privacy Act of 1974. | understand that the persona
i nformati on | have been provided will be used ONLY in the

of ficial execution of those tasks relating to Key Vol unt eer
matters.

| understand that, as a Key Volunteer, | will hold nyself to
t he hi ghest standards of confidentiality. | understand that
i ssues pertaining to the menbers and fanilies of (nane of
command) will be discussed ONLY with those individuals as defined

in MCO 1754. 2A or as designated by the CO (name of comand) as
havi ng the "need to know. "

/

(signature of Key Vol unteer/date)



APPENDI X B

UNDERSTANDI NG THE
COVMANDI NG OFFI CER' S PERSPECTI VE

For the Key Vol unteer Coordinator to tailor the Network to
the needs of the unit, it is inportant for the Key Vol unteer
Coordi nator to obtain an answer fromthe COto as many of the
foll owi ng questi ons as possible:

1. What are the CO s goals for the Network? What are the
priorities?

2. \What is the history of the Key Volunteer Network in this
unit?

3. How many volunteers does the Network currently have? Is
t hat number adequate for the programgoals in this unit?

4. How will additional Key Volunteers be recruited, screened
and sel ect ed?

5. How will the Key Vol unteer Coordinator and Key Vol unteer
Net wor k be introduced to the unit?

6. Howis the Network supported adm nistratively?
7. How would that change if the unit depl oys?

8. If the unit deploys will the FRO or a detachnment be |eft
behi nd? |f not, with whom should the Key Vol unt eer

Coordi nator work to support the unit’'s famlies, e.g., the
FRO of the next higher echelon in the chain of command or the
FRO of a sister unit?

9. \What situations does the CO want reported directly to
hi m her ?

10. How will the Key Vol unteer Coordi nator comunicate wth
the CO and how often?

11. WII the Key Vol unteer Coordinator neet directly with
the CO occasionally and work through the FRO or other unit
staff on routine matters?

12. \What comuni cation systens will be avail able, such as
access to phone lines, newsletters, E-nmail, answering
machi nes?

13. How and when will information be updated during a

depl oynment ? (recorded nessages from CO? etc.)
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14. How will Key Vol unteers have access to these
conmmuni cati ons systens?

15. How often will rosters be updated and nade avail abl e?
How wi I | Key Vol unteers be advised that incomng fanilies
have arrived?

16. WII famlies and designated beneficiaries of single
Marines be included in the Network?

17. Who represents the unit as liaison to the Famly
Readi ness Support Program Council ?

18. How will the Network be supported financially?

19. What expenses will the unit reinburse and what is the
system for reinbursenent?

20. Wiat plans are in place should the unit experience a
critical incident?

21. Howwll internal conflicts with Key Vol unteers be
handl ed?

22. What constitutes grounds for dism ssal of a Key
Vol unt eer Coordi nator or a Key Vol unteer?

23. Wiat is the procedure for renoving an inappropriate Key
Vol unt eer ?

24. Shoul d renoval of a Key Vol unteer be necessary during a
depl oynment, what is the procedure?

25. How are Key Volunteers to be recognized and rewarded for
their service?

26. How are Marines in the unit instructed on their persona
readi ness responsibilities?

27. Wuld the CO be confortable with a three or six nonth
trial period for all appointnents?

Witten goal s and gui delines, based on the CO s expectations,
the unit’s volunteer assets, and its history shoul d be devel oped
to be used for future reference.



APPENDI X C

BASI C STEPS FOR
ESTABLI SHI NG A NETWORK

1. Appoint FRO
2. Appoint Key Vol unteer Advisor (optional).
3. Select and appoint a Key Vol unteer Coordinator.

4. Meet with Key Vol unteer Coordinator and deternine
direction of program

Addr ess:

- size of Key Vol unteer Network and recruiting strategies

- scope of program wel com ng and outreach efforts,
networ ki ng events (information fairs, videotaping
sessions,) and conmunication with unit famlies
(tel ephone tree, newsletter, personal visiting, etc.)

- coordination with FRO and other staff for routine matters

- training requirements (FSC support)

- regul ar neetings with Coordi nator

- financial and admini strative support avail abl e

5. Appoint the Key Vol unteers.

6. I ntroduce Network to unit.

7. Maintain program on permanent basis.

* U.S. GOVERNMENT PRI NTING OFFI CE: 1994 - 300- 748/ 80188



